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The d eve l o pment of a facu l t y handboo k f or the  Argenta­
Oreana Schoo l D i str i c t  grad es K-8 was t h e  sub j e ct o f  th i s  
f i e l d s tudy . A fac u l ty h andbook h a d  b e e n  i ssue d  p r e v i ousl y ,  
but it was ou t d ated , l a c k ing in d e ta i l , and had not  been 
di s tr ibuted  f or a lmo s t  ten years . The h i gh schoo l had  a 
rec en t l y  r e v i sed fa c u l t y  handboo k , bu t t h e  d i st i n c t  
di f f e r en c es b e tween th e h i gh ·schoo l and th e l ower grades 
-Wou l d  not  permit th e u s e  of  the same h andbook b y  a l l  t e a ch er s  
i n  the d i st r i ct. 
The c r eat i on of th i s  handboo k  was brought abo u t  mai n l y  
to answer the numerous  quest i on s  th e f a cu l t y had abo u t  
board po l i c i es , grad i ng , d i sc i p l i n e , s i c k  l eave , and many 
othe r ar e as . Th e mai n  ob j ec t i ve was t o  prov i d e  the  facu l t y 
w i th a handbook th at woul d be cur r e n t , easy t o  use , and 
i n f ormat i ve . 
Severa l b a s i c  s our c es o f  i n f orma t i on were  used. A l l  
facu l ty handbooks pr e v i ousl y i ssued i n  th e d i str i c t  were  
examined for format and c on t ent . Facu l t y handbooks f r om 
th i r ty schoo l d i s tri cts we r e  r e quest ed; e i ghte e n  were 
rec e i ved and e xamine d . Th e Argenta - Or e ana Board  Po l i cy 
Handbook was e xam i n e d  for i t ems to be  i n c l uded  i n  the 
handbook . Lastl y ,  i nput from the f a c u l ty wa s r e quest e d . 
Th i s  input was on an i nd i v i d ua l as we l l  as d e partmenta l 
ba s i s . 
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Thi s  handbook was d e s i gned to be a r e a d y  r e f e r e n c e  
for teache r s ,  s ubs t i t u tes, admin i stra t ors , and suppor t 
per s onne l .  Hope f u l l y  th i s  handbook w i l l  be  revi ewe d on 
an annua l b a s i s  and upd a t ed as n e c e ssary . On l y  then w i l l  
thi s c on t inue to be  a u s e f u l  i n s t r umen t  f o r  t h e  d istr i c t . 
TABLE OF CONTENTS 
Page 
CHAPTER I 
Bae kg round . . . . . . . . . . . . . . . . . . . . .. . . . . . . . . . . . . . . . . . . 1 
CHAPTER I I  
Probl ems i n  Deve l o pmen t  . . . . . . . . . . . . . . . . . . . . . . . . . .  6 
CHPATER I I I  
Conc l u s i on s  and R e c ommend a t i on s  . 9 
APPEND I X  
Argen t a-Or eana K -8 Facu l ty Handbook . . . . . . . . . . . . . .  12 
B I BL I OGRAPHY . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 67 
CHAPTER I 
--BACKGROUND 
The s e l ec t ion  o f  a Teacher Handbook for the final 
proj ec t o f  s t udy w i th i n t h e  cou�se of completing the 
degre e evo l ved  f r om numer ou s  exper iences encountered 
during s even years a s  a c l assroom teacher in three dif­
ferent s choo l d i s tr i c t s  and during seven months of daily 
subs t i t u t e  t e ach i ng (in over forty different schools) 
prior to  th a t . Four years of military experience between 
the und ergr ad ua t e  and g r a d uate studies provided exposure 
to a worl d pf  Job Des c r i p tion Handboo ks , Turnover Files, 
Tab l e  o f  Organ i z a t i o n  Cha r t s, and innumerable SOP's 
- - S t and ard Ope r a t ing·Pro c e d ure - to combat the constant 
per s onne l t urnove r , and a c c l i mate new pet'sonnel with 
a min ima l l os s  o f  e f f e c t i veness during the transition. 
The s e  t e x t s  r anged f r om b a s i c  to complex, but their 
us e s  fo r  or i en t a t i on and r e ference of ten made them valuable 
i n s trument s . Many o f  the s chools the writer had been 
i n , howeve r , bad no s u ch or i entat i on materials for new 
or subs t i t u t e  te a c her s .  Mo st had informal, vet'bal orein­
ta t i on s f or new p e r s onn e l ;  some had none. 
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The Argenta - Or e ana S choo l D i s tr i c t  d oe s  have a 
Teacher Handboo k . In f a c t, th ere are two - one f or 
th e k ind ergarten through e i gh th grad e s , and one f or 
the h i gh s choo l . Th e h i gh s ch oo l f a cu l ty manua l wa s 
revis ed in 1980 and i s  i ssued to  every t e a c her . Th e 
handbook f or th e other  grad e s  was wri tten i n  1969 and 
revised in 1975. A s urve y  in the m i dd l e  s choo l bu i l d in g , 
h oweve r , s h owe d th a t  on l y  two o f  th e twenty t e a c hers 
had a c opy , and f i f te en t e achers h a d  no i d e a  s uch�a 
manua l e x i s te d . 
The c l a s s room env i ronmen t s h o u ld be  c ond uc i ve t o  
l earn ing . T o  cre a te th i s  f avora b l e  a tmo s ph ere , t e a c h ers 
shou l d  i n f orm th e s t ud en t s  e a r l y  in the y e ar o f  the 
expec t a t i on s , ru l e s , and r�gu l a t i o n s  th a t  th ey wi l l  
be e xp e c t ed t o  know . Th e s e  gu i d e l i n e s  s h ou l d  b e  d i s c us s ed , 
pos t e d  on b u l l et i n board s , and even d i s tri bu ted  t o  th e 
s tuden t s , i f  pos s i b l e . Many s c hoo l s  have s t ud e n t  h an d­
boo k s  f or th i s  pur p o s e. W i th s up p l emen t ary gu i d e l in e s  
from ind i v i d ua l  te a c h e r s . 
Th i s  s ame approach shou l d  be t a k en w i th th e f a c u l ty. 
Even i f  g u i de l i nes.are c ove r e d  in a ve rba l or i e n t a t i on 
or te ache r me e t i ng , a h a r d  copy o f  the  ma t e r i a l  s h ou l d  
be prov i d e d  to a l l  per s onn e l .  Th i s  c an h e l p  e l i mi n a t e  
mis understandi ngs . Tea c h e r s  wh o f e e l s ecur e  in th e i r 
envi ronments s tand a be tt e r  chan c e  o f  h e l p i ng s tud ent s 
fe e l  mor e  s e cure i n  th e i rs , and any a d d e d  f e e l ings  o f  
-3-
s e c ur i ty are  bene f i c i a l  t o  the to t a l  educ a t i ona l proc e s s . 
Subs ti t u t e  t e a c hers a l so ne e d  a re f erenc e s o urc e 
more re l iab l e  th an the  s t ud en ts and more c onve n i e n t  
than runn ing to the  s choo l o f f  i c e  ever y t i me a que s t i on 
ar i s e s . Pr i n c i p a l s  s h o u l d  prov i d e  s ubst i t utes w i th 
the teach er  manua l -wh en th e per s on reg ist e r s  a s  a s ub­
s t i t u te or prov i d e  a copy t h e  days s ubs t i t u t e s  are in  
the bu i l d i ng . 
During th e p a s t five y e a r s , there h a ve·  been many 
incid en t s  wh i c h m i gh t have been avo i d ed h ad the dis t r i c t  
had a curren t, compreh en s i ve manual f or the  en t i re s ta f f� 
Obvious l y  no t a l l  probl ems wi l l  be e l im i n a t ed by s uch  
a manua l ;  s ome may a c t ua l l y  be  c r e a t ed a s  th e r e s u l t  
of the in f orma t i on i n  the  manua l . S ome o f  th e i ncident s 
may s eem a lmo s t  c omica l i n  r e tro s pect , but  a t  the  time 
they we re  o f  the  u tmo s t  i mpor tanc e . Oth er s i tua t i ons 
wer e  s e r i ou s  vio l a t i on s  of board po l i cy th a t  m i gh t  have 
been preven t e d  had  th e t e a c h e r  been be t t e r  in f ormed . 
It wou l d  b e  pos s i b l e  t o  r e l a t e  nume rous  s i t ua t i ons  
wh i ch migh t  have been a vo i d e d  by the  i s s uan c e  of  an 
in format i ve manua l for te a che rs , bu t the fol l owing a c c oun t s  
ar e typ i c a l  o f  c i rcums t an c e s  wh i c h  wer e  f a c ed through o u t  
t h e  previ ous s eve r a l  ye a rs by t e a c h e rs in  t h e  midd l e  
s ch o o l  bu i l d ing . 
S tud en t s  a t  a bus s t op  began t o  th r ow s nowba l l s  
a t  a teacher's c a r  a lmost e ve r y  d a y  a s  the t e a c h e r  d rove 
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by on the way to s choo l . The teac her knew who th e s tudents 
invo l ved were but never in i t i a te d  any d i sc i p l inary a c t i on 
becaus e the incid e n t  took pl ace o f f  s choo l  ground s.  
The tea c h e r  wa s s h o c k e d  to l earn th a t  no t on l y  
-was d i s c i p l i n a ry a c t i on pos s i b l e, b u t  th a t  the l a c k  
of such ac ti on b y  the teac her coul d  b e  con s i der e d  neg­
l igenc e shou l d  a m i s h a p  oc cur . A s imi l ar s i tua t i on 
invol ved  a te a c h e r  who l earned o f  a f i gh t th a t  wa s t o  
take p l a c e  be tween two s t ud en ts o n  the ir way home f rom 
s choo l . The tea c h e r  d i d  no th ing be c au s e  the f igh t wa s 
to take p l a c e  o f f  s choo l ground s . .  
A teacher  was no t awar e  of th e thr e e  d ays gr anted 
each year for bus i ne s s  l eave . I n  two ye a r s  the tea c h e r  
had us ed  f i ve s i c k  d ays t o  a ttend to  p e r s ona l bus ines s 
d ur ing s choo l hour s . Th i s  no t onl y  c aus e d  the t e a c her 
to l o s e  f i ve s i c k  l eave d ays  unne c e s s ar i l y ,  b u t  a l s o  
requ i r e d  th e  s choo l d i s t r ict to ob ta i n  a sub s t i t u te 
on s h o r t  noti c e . I t  i s  a l s o  a g a i nst board  p o l i cy and 
uneth i c a l  to c a l l i n  i l l  when the tea c h e r  i s  d o i ng s o  
under f a l s e  pre ten s e s .  
Repor t. c a r d s are  c on s tan tly be i ng ma r k ed incorr e c t l y  
by both new and exper i e n c e d  te a c he r s. On l y  l e t te r  gr a d e s  
(A, B, C ,  D ,  F ) a r e  to b e  us e d . O c c a s i o na l l y a new 
teac h e r  w i l l  use a p e r c entage s co r e  on th e r e por t c a r d , 
and many te a c h e r s  s ome time s  i nd i c a te a p l us (+) or a 
minus  (-) grad e , but none o f  th e s e  a r e  a l l owed . 
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New te ache r s  are o f ten no t aware o f  the mu l t i tude  
of s upport  ser v i c e s  o f f e r e d  i n  th e d i s tr i c t . W i tho u t  a 
manua l t o  re f e r  to , the s e r v i c e s  o f  the s o c i a l  wor k er s , 
ps ycho l og i s t ,  l earn ing d i s abi l i t i e s  te ache r , gu i d an c e  
coun s e l or , s choo l  nur s e ,  l i brar i an , and othe r s  may not  
be u s e d  by tho s e  who need t h em mo s t .  
It is not propo s e d  th a t  the pub l i c a t i on and dis tri­
but i on of a manua l for te ache r s  wou l d  preven t a l l  of 
the above prob l ems . I f  a fac u l t y  handb6o k  o f  s ome 
type c o u l d  prevent on l y  a f ew m i s und e r s tand ings , and 
help at l ea s t a few t e a c h e r s perf orm be t te r , then th e 
e ffor t to produc e such a han dboo k i s  j us t i f i ed . 
CHAPTER I I  
PROBLEMS I N  DEVELOPMENT 
The 1975 rev i s i on of the handbook con t a ined  s ome 
basic in f ormat i on th a t  was very u s e f u l . A f ew t e a chers 
stil l had cop i e s , to  which s ome had add ed n umerous o t h er 
note s , announc emen t s , and change s  t o  proc e d ure s and po lic i e s. 
Whi l e  th i s  sys t em conta ined mo s t  o f  t h e  ne e d e d  i n f orma t i on , 
it l acked organ iza t i on , s t i l l  cont aine d  s ome i t ems tha t  
wer e  inc orre c t  or ou tda ted , and was n o t  gener a l ly a va i l ab l e  
t o  members o f  the sta f f .  
When i t  c ame t i me t o  s e l ec t  a pro j e c t  f or t h e  fi e l d 
exper i en c e , the t e acher h andboo k was  an e a s y  and obv i ou s  
choic e. When a ppro a c h e d  w i th t h e  i d e a , t h e  As s i s t ant 
Superin tenden t was very enthus i a s t i c  and enc ourag ing . 
He had  been re s pon s i b l e  f or th e  1975 rev i s i on and under­
s tood th e need  f or s uch a manua l . He wa s very h e l p f u l  
and sugg e s t e d  s e ver a l  i tems th a t  shou l d  b e  i n c l uded . 
Pers onne l in  the d i s tr i c t  were contacted n e x t . Each 
area th a t  had an  i tem i n  the old handboo k wa s g i ven a 
copy o f  tha t  i t em and re que s t e d  t o  upd a t e  or c omp l �te ly 
rewr i te th e ma ter i a l . The are a s  no t rep r e s en t e d  in the 
o l d  handbook were a s k e d  to pre p a r e  ma t e r i a l  f or the new 
ed i t i on . Al l pers onne l were as k e d  to s ugge s t  i t ems o f  
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any na t ur e  to be  inc luded in the new handboo k . Mos t  re s ­
pond ed f avor ab l y  to  the  project. Some respon s e s  we re  
overwhe lming . The Learning Disabilities sta f f , for  e xampl e ,  
submi t ted over f i f t y pages of text for inclus i on in  the 
handbook! Wh i l e the i r enthusiasm was appre ci a t ed , they 
were conv inced to reduce the report to an out l i ne of  s ever a l  
page s . 
The Oreana F i re Department was also very he l p f ul . 
The f i re d r i l l  e x i t  c h arts were examined and f ound t o  
b e  one par t  o f  t h e  1975 handbo o k that was sti l l  u p  t o  
d a t e . The t ornado procedures were examined and d e c l ar e d  
equall y s ound . 
S ome i ndiv i d ua l s  were concerned that pub l i sh ing a 
teach e r  h andbook woul d just mean more rules and regul a t i on s  
t o  f o l l ow ,  and t h a t  th is would give the admin i s tr a t i on 
more l ever age i n  a d i smissal case. The re s pon s e  t o  th i s  
was tha t  the handbook was to inform the personn e l o f  gene r a l  
rul e s , regul a t i on s , and board policies to pre vent prob l ems 
and mi s und e r s tand ings.  District personnel ar e  r e qui red 
to abi de by boar d  po l icies whether the polici e s  ar e p re ­
s en t ed i n  a t each e r  handbook or not. 
Th i r ty s ch oo l s  f rom other districts were cont a c ted 
and copi e s  of the i r  f aculty handbooks were re que s ted.  
The s choo l s  c ontac ted were mostly from the cen t r al I l l ino i s  
area , w i th f i ve f r om the Chicago area, and two f rom 
centr a l  Ind i ana. Twelve schools contacted had no type  
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of  teacher  hand book . Fa cu l t y  handbooks f r om the e i gh t een 
other s chools we r e  r e c e i ved  and examined . I t  was  n o t ed 
tha t  s ome wer e very s pe c i f i c wh i l e o th e r s were ove r l y  
gener a l . The f ormer wer e  u s ua l l y  upd a ted  y e a r l y  and the 
la t ter were  upd a t ed every three to  f i ve y e a r s or l onger . 
I t  was i n t e r e s t ing to n o t e  th e type of i nforma t i on th a t  
s ome s choo l s  c on s i d ered  p er t i nent  w a s  n o t  e ven men t i on e d  
b y  o t h e r  s chools . Some h and books ma i n l y  d e a l t  w i th the  
emergency pro c e d ur e s , others  mo s t l y  w i th d i s c i p l in e , and 
one tr i e d  to  cover every  pos s i b l e  s i t u a t i on i n  i t s  128 
page s . 
I t ems of board po l i c y  h a d  to b e  c h e cked f o r  a c c ur a c y , 
but bec aus e th i s  wa s to be an i nforma t i ve .handbook r a t h e r  
than a l eg a l  documen t , i t  was d e c i d ed to wr i te th e t e x t  
in th e exa c t  wor d s  o f  the b o a r d  po l i c y  on l y  when n e c e s s ar y . 
Al though s ome e d u c a tion�l t e rm i n o l ogy i s  us e d , an eff or t 
to u s e  p l a i n  Eng l i sh , whe r e  p os s i b l e , wa s mad e . 
CHAPTER III 
CONCLUSIONS AND RECOMMENDATIONS 
The prepar a t i on o f  th i s  manua l h a s signi f i c an t l y 
re i n f or c ed th e pre l iminary  a s s ump t i on t h a t  s u c h  a h andbook 
is needed . Mo s t  of the  p ers onne l c on t a c t ed dur ing th i s  
pro j e c t  wer e  not  on l y  h e l p f u l  and s uppor t i ve bu t were 
a l s o  anx i ou s  to re c e i ve a copy o f  the  manua l upon i t s  
publ i c a t i on. Many expre s s e d  th e op i nion th a t  s uch a hand­
book m i gh t  have s aved th em a h e a d a c h e  or two i f  th e y  h a d  
been g i ven a c o p y  the i r  f i rs t  d a y  i n  t h e  dis t r i c t . 
Obvi ous l y  the handbook wil l n o t  an swer a l l  que s t i on s  
f or a l l peop l e , but  i t  i s  a p l a c e  t o  s t ar t.  Supp l ement a l  
items s uch a s  per s onne l ·ro s t ers , s ched u l e s ,  extr a  curr i c u l ar 
du t i e s , e t c. , wh i ch c an .  b e c ome obs o l e t e  b e f or e  th e y  are  
pr inted,  ar e  not  inc l ud e d . The s e  c an b e  d i s tr i b u t e d  and 
rev i s e d  as ne c e s s ar y  thr ough o u t  the s choo l y e a r. Th e 
hand book d oe s , however , g i ve b a s i c  i n f ormat i on on a w i d e  
va r i e t y  o f  p e rti nen t top i c s  and us ua l l y  d e s i gna t e s  the  
s ou r c e  f or any  add i t i ona l i n f orma t i on th a t  m i gh t  be  
ne ce s s ary. 
The hand boo k i s  not  s u p r eme . I t  is  not  l aw. The 
sta temen t o f  pur p o s e ,  or d i s c l a ime r , a t  th e beg inn i ng 
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of the manua l make s i t  c l e ar tha t the handbook i s  on l y  
a gu i d e  th r ough the otherw i s e  d i f f i cu l t t ang l e  o f  board 
pol i c y  and regu l a t i on s . I t  i s  n i c e - to -know in f orma t i on 
mean t to a s s i s t  the e d uc a tor and make t e a c h ing  e a s i er 
and be t t e r . 
Th i s  pro j e c t  shou l d  be a c ontinuing p r o c e s s . The 
handbook shou l d  be rev i ewed annua l l y  and r e v i s e d  a s  
-nec e s s ar y . Input f r om the  en t i re f a c u l ty s h ou l d  b e  
s o l i c i t e d  o n  a regu l ar ba s i s , s uch a s  a t  th e e n d  o f  e a c h  
s eme s t e r  or grad ing p e r i o d . The As s i s t an t Super i n tend en t , 
or s omeone appo i n t e d  by h im ,  s h ou l d  c omp l e t e  th i s  upd a t e  
pr ior t o  the beg i nning o f  e a c h  new s choo l y e a r  s o  that 
new pers onne l c an r e c e i ve a copy and r e t urn i n g  p er s onne l 
can upd a t e  th e i rs at the s ame t ime . 
I s s uanc e  o f  the handbook i n  a l oo s e - l e a f  f orm wou l d  
f ac i l i t a t e  f u tur e  change s . Page s cou l d  b e  e a s i l y  add e d  
or de l e t e d  w i th o u t  pub l i s h i ng a n  en tire new e d i t i on of 
the h andbook . The f a c u l t y  may w i s h  to a d d  c l a s s  r o s t e r s , 
s eat ing c ha r t s , i nst r uc t i on s  f or s ub s t i t u t e s ,  and o t h e r  
un i que d a t a  to make the handbook p a r t  o f  a mor e  c ompre­
hen s i ve and ind i vid ua l i z ed i n s t r umen t . 
The f a c u l t y  handbook ma y n o t  be us ed  on a d a i l y  b a s i s . 
I t  may no t be us ed  by some per s onne l a t  a l l . The us e 
o f  such a hand book a s  a s o u r c e  o f  i nt r o d uc t o r y  or  
re ference  ma t e r i a l , wh en s uch i n f orma t i on is n e e d ed , e ven 
-11-
if only occ a s i ona l l y, make s the d i s t r i bu t i on of s uch a 
handbook an admin i s t r a t i ve ob l i gat i on . 
APPENDI X  
Argenta - Or e ana K-8 Facu l t y  h andboo k  
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The purpos e of  th i s  hand b ook is  to  d eve l o p  s ome b a s i c  
gui d e l i n e s  and t o  g i ve s ome d i r e cti on and procedur e s  
to b� fo l l owe d a s  a f a cu l t y memb e r . Th i s  d o c umen t and 
its  conten t s  are  subor d i n ate to the nego t i a te d  agre emen t 
and/or the poli cy a s  s et d own b y  the  Argen t a - Or e an a  Communi t y  
Un i t  #1 Board o f  Educ ati on . Any s ta t emen t s  h e r e in c on­
fli c t ing wi th e i th e r  o f  the above men t i one d d o c uments 
are th e r e f o r e  inva l i d . 
D i s tr i c t  personne l  a r e  r e qu i re d  t o  f o l l ow the p o l i c i e s  
of th e d i s tr i c t . Th i s  handbook c r e a t e s  no new ru l e s  
or r egul a t i on s . S ome o f  th e i n f orma t i on c on t a i n e d  i n  
th i s  h andbook i s  no t o f f i c i al b o a r d  p o l i c y , b u t  j u s t  
n i c e - to -know in f orma t i on . Th i s  handbook i s  wr i t t en t o  
help a l l d i s t r i c t  persdnn e l  d o  wha t  th e y  d o  the b e s t  
EDUCATE THE STUDENTS!!!!! 
-14-
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(1) 
ACC I D ENTS AND D I SEAS E S  
STUDENTS ACC I DENTS : 
1. Be c a lm and coo l , s o  th at you may adm i n i s te r  f i r s t  
aid t o  the  iq j ur e d  s tuden t i n  s u c h  a way tha t  
he i s  we l l  c ar e d  for . 
2. No t i f y your B u i l d ing Pr i n c i p a l  and he w i l l  not i f y 
the paren t or  guard i an . Make s u r e  th e r e s t  o f  
your c l a s s  h a s  s up e rv i s i on o r  you may have mor e 
acc i d en t s . 
3. The tea c h e r  i n  c h arge w i l l  f i l l  ou t two a c c i d e n t  
reports, wh i ch may be  found in th e o f f i c e , r e turn 
them to th e o f f i c e th e  d a y  th e a c c i d e n t  h a p p e n s �  
Ins truc t your students th a t  if the y  are injured . 
at sch oo l ,  it must b e  reported to the teacher 
on duty the day it happens for Insurance purposes. 
4. When you have a s t uden t w i th a C OMMUN I CABLE D I SEASE , 
or s u s pe c t  one , repor t i t  to  t h e  PRI NC I PAL ' S  
o f f i c e . Be  c a r e f u l  wha t  is s a i d abou t th e d i s e a s e  
to th e students. Do n o t  d i s cu s s wi th your c l a s s  
the unus u a l  diseases o r  take i t  upon your s e l f  
to d i agno s e  th e c a s e . 
TEACHERS: 
1 .  I f  you are  i n j ured o n  th e s c h oo l  prem i s e s  i n  t h e  
l ine o f  d u t y , p l ea s e  r e port th i s  t o  t h e  As s i s tant  
Super i n t enden t ' s  office th e day it  ha ppens . You are  





1. K-5 wi l l  turn i n  on Fr i d a y  or th e la s t  s chool d a y  o f  t h e  
week. M i d d l e  S choo l t e a che r s  w i l l  t a k e  a t tendan c e  
every p e r i o d  and turn i n  the i r  r e po r t  a t  t h e  end 
of th e s choo l d ay f or grad e s 6-8. Forms are in 
the pr inc i p a l ' s o f f i c e . The a t t endan c e  r eg i s te r s  
are k e p t  i n  the·o f f i c e o f  t h e  As s i s t an t  Sup e r i n tenden t . 
TEACHER : 
1. All t e a ch e r s  are  due in  t h e  bui l ding b e fore 8: 1 5  a . m .  
If a t e a ch e r  l eave s th e prem i s e s  dur i ng th e s choo l 
day, p l ea s e  not i f y your pr inc i p a l . 
2. If you are  in  the  bui l d ing p a s t  th e t ime th a t  the 
pr inc i pa l  and j an i tor l eave s ,  you a r e  r e s pon s i b l e  
for c h e c k ing t o  s e e  th a t  a l l  l i gh t s  are out and 
the bu i l d in g  i s  l ocked up . A l s o , I do not w i sh f o r  
you to l eave w i th t h e  s tuden t s  un l e s s  i t  i s  n e c e s s ar y . 
3. If you are  i l l  and a r e  unabl e to t e ach , p l ea s e  
call th e As s i s t an t  S uper in tend ent ' s h ome (795-2 2 97 
by 7:00 a . m . ) so  tha t  h e  w i l l  h ave t ime to  g e t  
a sub s t i t u t e . I f  you know th e n igh t b e f o r e , c a l l  
then . DO NOT c ome to s choo l th inking you c an make 
it th r ough the day and th en d e c i d e  you c an ' t . 
Th i s  pu t s  us  in a bind  f ind ing  a s ub s t i t u t e  for 
you. I f  you d o  become i l l  d ur ing the  day , c a l l 
the As s i s tan t  S uper i ntend en t . 
ELEMENTARY 1 - 5 : 
(3) 
CLAS S ROOM PARTIES 
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1. The PTA and/o r Commun i t y  C l ub s pon s o r s  three cla s s ro om 
part i e s  a ye ar. 
a. Halloween , Va l en t ine's Day , Ea s t e r  
b. Chr i s tma s party with g i f t  exchange ( o p t i ona l ) 
(tr ea t s  are  f urn i sh e d  by th e PTA and/or Commun i ty 
Club) . 
2. Part i e s  are  h e l d  th e l ast h our o f  th e s cho o l  d a y . 
3. It i s  permis s ab l e  to have b i r th d a y  p ar t i e s  f or 
pup i l s  i n  gra d e s  K, 1, and 2. I n  gra d e s  3, 4 ,  
· and 5 the c h i l d  may br ing r e f r e s hment s f or m i l k  
t ime i f  h e  w i s h e s . 
JUNI OR HIGH: 
1. All c l a s s  par t i e s  inc l ud e  th e en t i re grad e . 
2. The s e  a r e  h e l d  a f te r  s choo l hour s .  
3. No g i f t  exch ange f or any pur po s e  be tween s tud en t s  
or t e a ch e r s  and s t ud ents . 
TEACHERS -- No par t ies f or ind i v i dua l t e a ch ers , b i r th d ay , 
etc. i n  th e c l a s s room . 
BOARD POLICY HANDBOOK 
1. A l o t  o f  t ime and e f for t wa s s pen t i n  prepar ing 
th i s  handbook . Each Pr inc i p a l  ha s a copy of th e 
handbook and I wou l d  s ugges t th a t  eve ry t e a c h e r  




1. Th i s  is perm i s s ab l e  a s  l ong a s  s omeone i s  sup e rv i s i ng 
your s tud en t s . DO  NOT BRI NG FOOD OR B EVERAGE S 
INTO THE C LASSROOM WHEN S TUDENTS ARE PRE S EN T . 
DAI LY S CHEDULES 
1. Each t e a ch er i n  grad e s  1 -5 should have a d a i l y 
s ch e dul e pos ted  in h i s  c l a s s r oom and turn in  cop i e s  
to the As s i s tan t Super i n t e n d en t ' s  and P r i ncipa l ' s 
of f ice s . We und e r s t and th a t  th i s  sched u l e i s  f l ex i b l e .  
2. Each bui l d ing pr i n c i p a l  w i l l  prov i d e  h i s  s ta f f  
with a d a i l y  s ch e dul e o f  th e a c t i v i t i e s  i n  h i s  
bui l d ing . For examp l e: Beg inn ing  o f  the  s choo l 
-day, rece s s , P.E., l unch , e t c . Turn in a copy 
to th e As s i s t an t Sup er i n t end e n t ' s o f f i ce . 
FIELD TR I P S  
1. Fie l d  tr i p s  ar e l im i t e d  to th e i mme d i a t e  a r e a  o f  
Macon Coun t y  f or pup i l s  o f  th e E l emen t a r y  grad e s  1 -5. 
2. Out - o f - town t r i p s  may be  arr anged f o r  Jun i o r  H i gh 
s tuden t s , but j udgeme n t  s h ou l d  d i c t a t e  tha t  mor e  
is to be ga i n e d  th an w i l l  b e  lo s t  b y  the t ime m i s s ed . 
3. Give th e As s i s t an t Superin t end en t  a l i s t o f  obje c t ive s  
for th e tr i p  and wr i t e up th e r e s u l ts a f te r  th e 
tri p . 
,_ ' 
ARGENTA GRADE SCHOOL 
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SOUTH 
'W HOLD FIRE DRILLS ON AN 
AVERAGE OP' ONCE A MONTH. 
Room #1: 
(6) 
FIRE DRI LL I NS TRUCTI ON 
ARGENTA GRADE 
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Exi t s ing l e  f i l e  through wes t  c l a s s room d oor , d own the h a l l  
through new add i t i on o u t  the e a s t en t r an c e  and p ro c e e d  s outh 
to th e end of  the  pl ayground 
Room #2: 
Exi t s ing l e  fil e th rough th e c l o a k r oom and out the  wes t 
f ire e s cape door . Go s tr a i gh t  we s t  p a s t th e p l ayground 
equ i pmen t .  
Room #3: 
Exi t s in g l e f i l e  thr ough th e c loak room and out th e we s t  
f i re es c ape door. Go s tr a i gh t  we s t  pa s t  th e p l ayground 
equ i pmen t. 
Room Nor th Ba s emen t C l a s s room : 
Exi t s ing l e  f i l e  f rom th e c l a s s room out th e nor th f i re 
e scape d oor . Go s t r a i gh t  we s t  o f  th e bui l d ing  p a s t th e 
p l ayground equipment. 
Room Ea s t  Ba s emen t Cla s s room : 
Exi t th r ough the e a s t f i r e  e s c ape d oor and proc e e d  we s t  
on th e s i d e  o f  th e bu i l d ing p a s t the p l ayground e qu i pmen t . 
Room #5: 
Exi t th rough th e f i re e s c a p e  and pro c e e d  s outh t o  th e 
end o f  th e p l a yground. 
Room #7: 
Exi t to Room #5 and down th e f i re e s c ape and proc eed  
s ou th to th e end  o f  th e p l ayground . 
Room 416: 
Exi t to Room 
south to th e 
Room /14: 
Exi t  t o  Room 
south to th e 
(7) 
FIRE DRILL INSTRUCTION 
ARGENTA GRADE ( Cont . )  
415 and d own the f ire e s cape 
end o f  the p l ayground . 
415 and d own th e f i re e s c ap e  
e n d  o f  th e p l ayground . 
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and pro c ee d  
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FIRE DR I LL INSTRUCTI ON 
OREANA 
-25 -
S tud en t s  i n  your room a t  any g i ven t ime s h ou l d  know th e 
proc edur e  f or l eavin g in the  even t o f  a f i r e  d r i ll or  
an  ac tua l f i re . 
Ropm #1: 
Exit in s ing l e  f i l e  through th e e a s t  en t r an c e  us ing the 
south s i d e  of th e en tran c e  way . Go t o  the p a r k ing lot 
t urn r igh t and f o l low the wa l k . 
Room #2: 
Exit i n s ing l e  f i l e  through the e a s t  en t r an c e  us ing th e 
north s id e  o f  th e en t r an c e  way . Go to  the par k i n g  lo t 
turn le f t  and f o l l ow the wa l k . 
Room #3: 
Exit in s ing l e  f i l e  thr ough the nor th ma i n  en t r an c e  us i ng 
the E a s t m i d d l e  d oor . Go a c ro s s  th e d r i ve . 
Room #4: 
Exit i n s ing l e  f i l e  th rough th e nor th ma i n  en t r an c e  us ing 
the ea s t  d oor . Go a c ro s s th e d r i ve . 
Room #5: 
Exit s ing l e  f i l e  th rough the e a s t  d oor o f  th e al l pur pos e 
room . Go to th e bl a c k top p l a yg round a r e a. 
Room #8: 
Exit s ing l e  th rough th e nor th ma i n  en t r a n c e  us ing th e 




Exi t s ingle f i l e  through the nor th ma i n  ent r a n c e  us ing 
the we s t  midd l e  d oor . Go a c r o s s the d r i ve . 
Room /I l l : 
Exi t s ingle f i l e  through the s outh ent r a n c e  us ing the 
east d oor . Go s tr a i gh t  s outh o f  the bu i l d i ng . 
Room /112: 
Exi t s ing l e  f i l e  through the s outh entran c e  us i ng the 
m i dd l e  o f  the corr i d or . Go s tr a i gh t  s outh of  the  bui l d ing . 
-Room //13: 
Exi t s ing l e  f i l e  through the s ou th en t r an c e  us ing the 
we s t  d oor . Go s tr a i gh t  s o u th of  the bui l d i ng . 
Room /114: 
Exi t  s ing l e  f i l e  through the nor th en tran c e  o f  t h e  Jun i or 
H i gh s choo l u s ing the  midd l e  o f  the  corr i d or . Go a c r o s s  
the d r i ve . 
Room /115: 
Exi t s ing l e  f i l e  through the a l l pur po s e  r oom o f  th e 
Jun i or High us i ng the e a s t  d oor s of the a l l  purpo s e  
room. Go s tr a i gh t  s ou th o f  the bu i l d ing . 
Room /116: 
·Exi t s i ng l e  f i l e  through the nor th en t r an c e  o f  t h e  Jun i or 
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FIRE DR I LL I NS TRUCTI ONS 
ELEMENTARY BU I LD I NG ON HIGH S C HO O L  CAMPUS 
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S tuden t s  i n  your room a t  any g iven t ime shou l d  know 
the proc edur e  f or l eaving in the even t o f  a f i re dr i l l  
or an ac tua l f i re . 
-Room #12: 
Exi t  s ing l e  f i l e  through th e e a s t ma i n  en t rance u s ing 
the nor th s i de of  the ent r an c e  way and go s tr a i gh t  e a s t 
to the ba l l  d i amond . 
Room #15: 
Exi t s ing l e  f i l e  thr ough the e a s t  ma i n  en t r an c e  us i ng 
the s o u th s id e  o f  the ent r an c e  way and go s tr a i gh t  e a s t  
to the bal l d i amond . 
Room #13: 
Exi t s ing l e  f i l e  thr ough t h e  e a s t  ma i n  en t r a n c e  us ing 
the midd l e  o f  the en t r an c e  way . Go s tr a i gh t  ou t a f ter  
f il i ng thr ough the  en t r an c e  way to the b a l l d i amond . 
Room #11: 
Exi t s ing l e  f i l e  through the  e a s t d oor o f  the  a l l - purpos e  
room . Pro c e e d  a l ong the  e a s t s id e  o f  the  a l l - pur pose 
room us ing the nor th e a s t door o f  the r oom to  r e a c h  out s i d e . 
Pro c e e d  to the  tenn i s  c our t. 
All-Pur po s e  Room : 
Exi t s ing l e  f i l e  thr ough nor thwe s t  d oor  o f  th e r oom 




Exit sing l e  f i l e  through the we s t  d oo r  o f  the  l i b r a ry . 
Procee d  thr ough the lobby b e tween the a l l - purpo s e  room 
and the boy ' s  r e s t r oom . U s e  the  e a s t  s id e  o f  the  en t r an c e  
way. 
Room #3: 
Exit s ing l e  f i l e  through th e nor th en tran c e . U s e  th e 
west s i de  o f  th e entran c e  way; 
Room #4: 
Exit s ing l e  f i l e  thr ough the we s t  ent r an c e . U s e  the 
south s i d e  of  the  en t r an c e  way . Turn l e f t  and fo l l ow 
the wa l k  t h a t  goe s  s outh . 
Room #2: 
Exit s ing l e  f i l e  out the we s t  ent r an c e .  U s e  the  nor th 
side of the entranc e way . Turn r i ght and f o l l ow th e 
walk tha t  goe s  nor th . 
Room #1: 
Exit s ing l e  f i l e thr ough the  wes t en t r an c e . U s e  the 
south s i d e  o f  th e en t r an c e  way . Turn l e f t  and f o l l ow 
the wal k th a t  goes s outh . 
NOTE: 
MAKE SURE ALL WINDOW S  ARE CLOS ED AND THAT THE DOOR I S  
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( 15 ) 
ARGENTA - OR EANA MIDD LE S C HO O L  
FIRE DRI LL IN S TRUCTI ONS 
S tuden t s  in your room at any g iven t ime s hould know 
the proc edur e  f or l eaving in th e event o f  a f i re dri l l  
or an a c t ua l  f i re . 
Boyd Loc ker Room : 
Exi t  s ing l e  f i l e  thr ough the s outh d oor and go s tr a i gh t  
a t  lea s t  5 0  yar d s  f r om th e bu i l ding . 
Girls Loc k er Room : 
S ame a s  boys. 
All Pur po s e Room : 
-31-
Exi t s ing l e  fi le through th e s outh e a s t or s outhwe s t  d oor , 
turn s o u th and pro c e e d  a t  l ea s t 50 yar d s  f rom t h e  bu i l d i ng . 
Rooms 18, 20 & 22: 
Exi t by the nor th ma i n  en t r an c e  us ing the  e a s t d oor 
and go s tr a igh t  acro s s  the  d r i ve . 
Rooms 24 & 26: 
Exi t through the  nor th en t r ance u s ing the  s outh d oor 
and go s tr a ight  acro s s  the  drive . 
Ki tchen & Bo i l er Rooms : 
Same a s  boys l oc k er room . 
Room 21: 
Exi t  s i ngle fil e through the s outh en t r an c e  us ing the  
we s t  d oor and  proc eed s tr a i gh t  a t  l ea s t 50 yar d s  f rom 
th e bu i l d i ng. 
Room 23: 




Exit s i ng l e  f i l e  thr ough the nor th en t r an c e  us ing the 
we s t  door of th a t  en t r an c e .  Go s tr a i gh t  a c r o s s  t h e  
drive . 
Room 30: 
Same a s  28. 
Room 32: 
Same a s  28. 
Room 33: Exi t s ing l e  f i l e  through the s ou th en t r an c e  
using the e a s t d oor o f  th a t  ent r an c e . Go s tra i gh t  a t  
l ea s t  50 y ar d s  f r om th e bui l d i ng .  
Room 34: 
Same a s  33. 
Room 35: 
Exit s ing l e  f i l e  through the we s t  en t r an c e  u s ing th e 
sou th s ide o f  tha t en t r an c e .  Go s t r a i gh t  out a t  l ea s t  
50 yards f rom the bui l d i ng . 
Room 36: 
Exit s ing l e  f i l e  th r ough th e we s t  entran c e  us ing the  
nor th s i de  o f  th a t  en t r an c e .  Go s tr a i gh t  out a t  l eas t 
50 yard s f rom the bu i l d i ng . 
. Room 37: 
Exit s ing l e  f i l e  through the  wes t en t r an c e  us ing the  
s outh s i de  o f  th a t  ent r an c e, turn l e f t  and  pro c e e d  a t  
l ea s t  50 yard s f rom the bu i l d i ng. 
Room 38: 
S ame a s  36. 
Room 39: 
Same a s  37. 
Room 40: 
(17) 
Exit s ing l e  f i l e  through t h e  we s t  en tran c e  us ing the 
north s i de  o f  tha t en tran c e , turn right and pro c e e d  
at lea s t  5 0  y a r d s  from the  bu i l d i ng . 
Room 42: 




P SYCHO LOG I ST AND S O C IAL WORKERS 
To prov i d e  a t e am a pproa ch  to  pup i l  per s onne l s e r v i c e s  
in our d i s t r i c t  a p s ycho l og i s t and a s o c i a l  wor k e r  are  
ava i l ab l e  on  a one  d a y  a wee k  ba s i s . Both wor k d i re c t l y  
with s t uden t s  and a s s i s t  f a cu l t y . Th e p s ych o l og i s t  
will t e s t  s t uden t s  f o r  spec i a l  e d u c a t i on , do o th e r  te s t ing 
as th e need ar i s e s  and a s s i s t  the  fa cu l ty w i th h a n d l ing 
pupil probl ems . The s o c i a l  wor k e r  w i l l  s er ve as a l i a i s on 
between paren t s  and the  s choo l v i a  h ome v i s i ts and c on ­
ferenc e s . D i re c t  con t a c t  w i t h  r e f er r e d  s t uden t s  w i l l  
a l s o  be  a f un c t i on o f  the s oc i a l  wor k e r . Bo t h  w i l l  




Gu i d anc e i s  to rend e r  s ervi c e s  t o  t h e  ind i vi d ua l  
pup i l e i ther d i re c t l y  o r  i nd i r e c t l y  b y  a s s i s t i ng t e a c he r s  
and admi n i s tr a t or s . I t  i s  n o t  j u s t g i ven a t  a t ime 
of ·cr i s i s , but i s  for  a l l  s t uden t s . Guid an c e  c an't 
be rendered exc l us i ve l y  in one s po t . I t  i s  a proc e s s  
of t e am e��ort includ ing  t e a cher s , par en t s , coun s elor s , 
spec i a l i sts, and the pup i l h ims e l f . At  the h e a r t o f  
th i s  proc e s s i s  the  c l a s s r oom t e a c h e r  b e c au s e n o  one 
is in a b e t t er pos i t i on t o  ob s er ve and r e act t o  t h e  
pup i l .  Th e coun s e l or t h e n  a c t s  a s  a n  a i d  to  t h e  t e a ch e r  
in  prov i d ing i n f orma t i on abou t th e pup i l  a n d  h elps t o  
d i s c over and r emedy  d i f f i cu l t i e s  wh i ch may ups e t  p ea c e f u l  
pus u i t s  o f  l earning . The st udent and coun s e l or ' s  r e l a ­
t i on sh i p  i s  a c on f i d en t i a l  one . 
1. S tud en t r e f er r a l  f orms a r e  provi ded . 
2. A l l d i s c i p l i ne  prob l ems a r e  n o t  t o  be  r e f r e r r e d . 
3. The coun s e l or w i l l  e xh ange i n f orma t i on w i th 
the t e a ch e r  a s  t h e  s i t u a t i on d eman d s. 
4. The coun s e l or w i l l  s e t  up  t h e  S tand a r dized 
Te s t ing Schedu l e . 
-36 -
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LEARN I NG D I SAB I LIT I ES PROGRAM 
Itinerant  Learn i ng D i s ab i l i t i e s: 
De f i n i t i on o f  Program : 
Itiner an t  t e ach e r s  are  prov i d e d  f or tho s e  s t ud en t s  
o f  a t  l ea s t average i n t e l l e c t ua l  ab i l i ty who a r e  in  
need of  s pec i a l  t e a c h ing t e chn i qu e s  and ma t e r i a l s to  
supp l emen t th e regu l a r and c l a s s room mater ial . Many 
t ime s t h e  Learn ing D i s a b l ed Ch i l d and the "S l ow-Le arner" 
are con f u s ed . In compar ing the  two , the  " S l ow- Learner" 
func t i on s  on one l eve l in  a l l are a s  whe r e a s  t h e  L e a rn i ng 
Di s a b l ed Ch i l d f un c t i on s  h i gh in  s ome a r e a s  and l ow 
in  o t h er s . 
The i t iner ant t e a c h er w i l l  a l s o  s er ve a s  a r e s our c e  
per s on f or t h e  t e a ch ers i n  t h e  b u i l d ing and w i l l  r e c ommend 
.ma ter i a l s  and perh a p s  pre s cr ibe  prog r ams f or ch i l d ren 
o th e r  th an tho s e  wi th whom he or s h e  h a s  d i re c t  c on ta c t . 
Eli g i b i l i t y :  
The c l a s s room t e a c h e r , nur s e , or o t h e r  s c hoo l  p er s onn e l 
may re f er s tuden t s  t o  t h e  pr i n c i p a l , who i n  t urn r e f e r s  
th em t o  t h e  i t i n e r an t  t e a c h e r . Personne l may a l s o  r e f er 
s tuden t s  d i r e c t l y  to the  i t i n e r a n t  t e a c h er . The i t inerant  
teach e r  th en a t t emp t s  to d e t ermine whe th e r  or n o t  a 
s pe c i f i c  l earn ing d i s ab i l i t y exi s t s  and s ub s e quen t l y  
prov i d e s  a s u i tabl e program f or tho s e  who qua l i f y . 
-37-
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Admi s s i on :  
Afte r  d e termin i ng el i g i b i l i ty ,  s t uden t s  in  grad e s  
K- 2 have pr i or i t y  f or admi s s i on i n  the  program . Th e 
i t ineran t  t e a cher , a f ter  approp r i a t e  s t a f f ing , d e t ermi nes 
admi s s i on to  h i s  or h e r  c a s e  l oad . Th i s  c a s e  l oad wil l  
no t e x c e e d  20 s t ud en t s  i n  th e Ore ana Grade/M i d d l e  S ch o o l  
and 20 s t uden t s  i n  t h e  Argenta Gra d e  S c h oo l . 
Paren t s , guar d i an s ,  and schoo l p er s onne l h ave a 
common i n t e r e s t  in  th e educ a t i on a l growth and we l f a r e  
of the chi l d. Ch i l d r en w i ll re c e i ve i t i ner ant l earn i ng 
d i s ab i l i ty  d i agno s i s  and s e rv i c e  on l y  w i th the con s e n t  
and cooper a t i on o f  th e par ent s or  guar d i an s . The i t i n e r a n t  
teacher w i l l  c on t a c t  the  paren t s  t o  ob t a i n  the i r  wr i t ten  
con s e n t  be f or e  adm i t t ing the  ch i l d i n to th e progr am . 
S ched u l i ng : 
The i t iner an t  t eacher  w i l l  a t t emp t t o  s ch e d u l e  
chi l d ren a c c o r d ing t o  t h e i r  s p ec i f i c  n e ed s . An e f f or t  
will b e  made  t o  c o or d i na t e  th e s c h e d u l e t o  th e conven i en c e  
o f  a l l  c on c erned . Th e i t ineran t  t e a che r s h ou l d  s ch ed u l e  
ch i l d ren s o  tha t  they  w i l l  not mi s s  a r e a s  o f  s p e c i a l  
inter e s t t o  them (i . e .  Mus i c, Ar t , P . E . ) . A t  n o  t ime 
shou l d  th e ch i l d ' s per i o d  s pent  in the  LD r oom make 
i t  more  d i f f i cu l t for h im when h e  r e t urn s to th e r e gu l ar 
cla s s room . 
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Di smi s s a l : 
A ch i l d i s  d i smi s s ed f r om i t inerant  s er v i c e s  on l y  
af te r  appropr i a t e  sta f f ing  invo l ving the  c l a s s room t e a ch e r , 
i t ineran t  t e a c h e r , pr i n c i p a l , e t c . The p a r en t s  mus t 
be i n f ormed when the i r  ch i l d i s  d i s mis s e d  from t h e  p rogr am. 
Eva l ua t i on : 
The i t ineran t  t e a c h e r  may r e que s t a s ta f f  mee t i ng 
o f  other  s choo l per s onn el ( i. e .  s o c i a l  wor k e r , c las s room 
teacher , pr inc i p a l , nur s e , p s ycho l og i s t , s p e e ch c o r r e c t i on i s t )  
to eva l u a t e  the  progr e s s o f  the p ar t i c.u l ar ch i l d . · If ': . _ . 
f ur ther eva l ua t i on i s  war r an t ed , a r e f er r a l  may b e  mad e 
through the  i t ineran t  t e a ch er ( i. e .  p s y cho l og i c a l , s peech , 
med i a l  v i s i on ,  e t c . ) . 
Repor t ing to Paren t s : 
The i t inerant te a c h e r  i s  r e s pon s ib l e  f or p e r i od i c a l l y  
repor t ing t o  paren t s  on the  progr e s s  o f  t h e i r  ch i l d 
in  r e s p e c t  to the  wor k t h a t  th e chi l d  i s  d o ing i n  t h e  
Learn ing D i s ab i l i t i e s  Progr am. Th i s  may be d on e  by 
l e t t e r , c on f eren c e, home vi s i t s , progr e s s  repor t c a r d , 
or t e l ephone c a l l s . I t  i s  not  the  r e s pon s i b i l i t y  o f  
the i t inerant t e a ch e r  t o  a s s i gn gr ade s for a c ad emi c 
sub j e c t  ma t t er pre s en t e d  in the  r e gu l ar c l a s s room. 
Curr i c u l um :  
The curr i c u l um mu s t  b e  a d a p a t e d  to  t h e  ind i v i d u a l  
ne e d s , in tere s t s , and a b i l it i e s  o f  e a c h  pup i l . Th e 
i t i nerant  t e a ch e r  wi l l  d e s ign and imp l emen t an I nd i v i d u a l 
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Ed uc a t i on Prog r am ( IEP ) for e a c h  s t uden t admi t t ed to  
h i s  or  her  c a s e  l oad . The spec i a l  progr am s h o u l d  c omp l imen t 
the regu l a r c l a s s room c urr i cu l um and s h ou l d  con s e quen t l y  
enab l e  th e s t udent  t o  e xp e r i e n c e  more  s uc c e s s  i n  t h e  
regu l a r  c l a s s room . 
Record s :  
A spec i a l  c a s e  fo l d e r  i s  k e p t  by the i t i n erant t e a c her 
on each ch i l d i n  h i s  or  her c a s e  l oad . Al l per t inen t  
i n f orma t i on a n d  p ape r s  c o n c ern i ng t h e  c h i l d are  k e p t  
i n  thi s f o l d er. S in c e  s ome o f  the i n f orma t i on i s  c on f i ­
dent i a l ,  th e f o l d e r s  shou l d  b e  k ept i n  a l ocked f ile. 
Inf orma t i on u s eful to s ch o o l per s onn e l s h o u ld be s h ar e d  
wi th tho s e  concerned when n e c e s s a r y. 
When a c h i l d  i s  d i smi s s ed f r om the p r ogr am, the 
f old e r  shou l d  be k e p t  in an i n a c t i ve f i l e . Tho s e  studen t s  
r e f e r r e d  t o  t h e  p r ogr am, b u t  who d i d  n o t  q u a l i fy f or 
i t , shou l d  a l s o  b e  no ted in  an i n ac t i ve f ile . 
I n - Ser v i c e  Ed uc a t i on : 
The i t i n e r an t  t e a c h e r  i s  r e s pon s ib l e f or e xp l a i n i ng 
h i s  or h e r  s p e c i f i c  progr am to  t h e  t e a c he r s i n  the  bu i l d ing . 
He or sh e  w i l l  a l s o  a t t emp t t o  k e e p  the  t e a cher s i n f ormed 
abou t Learn ing D i s ab i l i t i es in gene r a l ,  v i a  the  d i s tr i bution 
of pr in t ed ma ter i a l s, pre s en t a t i on s  at f a cu l t y me e t ings,  
PTA progr ams, e t c . He or  s h e  mi gh t  a l s o  c hoo s e  to  organ i ze 
a parent gr oup w i th i n  the  s c hoo l . 
(24) 
LUNCH 
1 .  Te a c h e r s  a r e  g i ven at l ea s t 30 min u t e s  f or l un c h . 
The y  may e a t  in the c a f e t er i a , f a c u l ty l ounge, or 
in an uno c c up i ed c l a s s room . Mi d d l e  s choo l t e acher s 
usual l y  e a t  iri  the  ar t r oom . 
2 .  Tea c h e r s  p ay th e f u l l p r i c e  f or mi l k  ( s ta t e  r egu l a� 
t i on s ! )  and mus t  pur c ha s e  an a d u l t me a l  t o k en . 
3 . Lunch mon i e s : We have in  e a c h  o f  t h e  gr ad e  s ch oo l s  
(gr ad e s  1-5 ) a s e cr e t ar y  t o  co l l ec t  l un c h  mone y  and 
l unch count f r om e a c h  c l as s r oom e a c h  morn i ng . 
4 . Lunch -Room- Du ty : The non - c er t i f i ed per s onn e l h i red  
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t o  s uperv i s e  th e l unchrooms are und er  the  d i re c t  
superv i s i on o f  th e b u i l d ing p r inc i p a l s .  The p r inc i pa l s  
will in s t r uc t th em i n  the i r  d u t i e s . 
5 .  Mi l k : The mi l k  mac h i ne i s  in  th e b u i l d ing f o r  s t udent  
u s e . S t uden t s  w i l l _ pay  a r e d u c ed p r i c e  f or the i r  
one -h a l f p in t  o f  mi l k , a s  per  s t a t e  regu l a t i on s . 
6 .  S ome s t uden t s  qua l i f y f or f r e e  or r e d uc ed p r i c e  l un c he s . 
Th i s  i s  b a s ed on f am i l y  income and th e numbe r  i n  
t h e  fami l y .  Any que s t i on s  abou t th i s  p rogr am s h ou l d  
b e  re f e r r e d  t o  the  a s s i s ta n t  S up e r i n t enden t . 
7 .  S tud en t s  wi th s a c k  l unche s and tho s e  who eat t h e  
h o t  l unch s h o u l d  con s ume th e ent i re l unch i n  t h e  
l unchr oom . No ed i b l e  i t ems s h ou l d  b e  c arr i e d  t o  
the p l ayground or o t h e r  p ar t s  o f  th e b u i l d ing . 
(25 )  
PARENT- TEACHER ORGAN I ZAT I ON 
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At the Arge n t a  Gr a d e  S choo l we have a PTA and a t  
the Ore ana Grade S choo l we have a Commun i t y C l ub .  A l l  
teache r s  a r e  exp e c t e d  t o  b e  i n  a t t en d an c e  a t  the i r  s choo l ' s  
mee t ing . 
If you are a s ked  to  t a k e  par t i n  s ome o f  the a f f a i r s  
of the c l ub we hope tha t  you f ind  t ime t o  d o  s o . Thi s 
i s  a good t i me t o  ge t a c qua i n t e d  w i th your parent s  and 
a l s o a goo d  t ime to improve our Pub l i c  Re l a t i on s . 
If a parent w i s h e d  t o  d i s cu s s the  c h i l d ' s a c c omp l i s hmen t s  
in s choo l d ur ing the  s o c i a l  hour o f  the  mee t i ng , ple a s e  
mak e  a n  app o i n tmen t f o r  a pr i va t e  c on f erenc e . 
(26) 
PATROL RU LES FOR STUDENTS 
P l ea s e  Read The s e  Patro l Ru l e s to Your S t uden t s :  
1 . S t uden t s  a r e  n o t  a l l owed to run a c r o s s  t h e  s tr e e t 
or be fore th ey  r e a c h  t h e  l a s t p a t ro l . 
2 .  Al l s t uden t s  are  expe c t e d  to p a y  a t t en t i on t o  th e 
patro l . I f  you th i n k  th e p a t r o l  i s  un f a i r , p l ea s e  
not i f y your pr in c i p a l .  
-42-
3 .  DO NOT c ro s s  th e s tr e e t  un t i l  t h e  p a t r o l  s te p s  a s i d e  
and l ower s  h i s  a rms. D o  no t l inger around t h e  pat r ol . 
4. Prac t i c e b i cy c l e  s a f e t y  a t  a l l t ime s : 
( a )  One per s on on a b i cyc l e. 
(b ) S ta y  on th e r i gh t s i d e  o f  th e road i n  s ing l e  
f i l e , unl es s  you are  pas s in g . 
(c) Do no t weave f r om one s id e  o f  the r 6 a d  t o  
the o th e r. 
(d ) Do no t r id e  your b i cy c l e  on th e p l ayground. 
5. When you l eave the bu i l d i ng, wa l k  and ma k e  sure you 
are not b l oc k ing th e entr anc e. I f  you are  wa i t ing 
f or s ome one , s tand o f f  th e s id ewa l k  and wa i t .  
6 .  F i gh � ing i s  NEVER a l l owed. 
7 . Bus s t uden t s  are to  wa l k  t o  th e b u s . 
8 .  You ARE NOT suppo s e d  to run t o  th e s tr e e t  to mee t  
a bus . Tho s e  ch i l d ren c oming on th a t  bus  w i l l  b e  
here  s oon enough. 
9 .  Repor t ALL v i o l a t i o n s  to  your p r i n c i p a l . 
- 43 -
(27 ) 
RULES FOR PATROL MEMBERS 
1 .  Go immed i a te l y  to a s s i gned p o s t a t  3: 00 p . m .  
2. Rema in on pos t un t i l  r e l i eved b y  t h e  c a p t a i n . 
3 .  Tend to  bus i n e s s ,  d o  not p l ay w i th chi l dren  or  o t he r  
patro l member s.  
4. B e  a l er t. 
5 .  Repor t v i o l a t i on s  t o  c a p t a in who in  t urn repor t s  
t o  proper pr inc i p a l .  
6 .  Do n o t  p u t  h and s on chi l dr e n  un l e s s  you a r e  p r e ven t ing 
an acc i d ent.  
7 . Do no t l eave your p o s t f or any r e a s on un l e s s  c a p t a i n  
reli eve s  you. 




We have in  e a c h  o f  the  grade s c hoo l s  a non - c er t i f i ed 
playground s upervi s or , be f ore s ch oo l , r e c es s , and th e 
noon h our. Eac h  bu i l d i ng p r inc i p a l w i l l  i n s truc t h i s 
playground s up erv i s or on th e r u l es and r egu l a t i on s  o f  
the p l a yground. The b u i l d i ng pr inc i p a l  w i l l  not i fy h i s  
s ta f f  when th e r e  w i l l  b e  no s up e rv i s o r  on th e p l ayground 
due to inc l emen t  wea th e r , e t c . 
GRADE S 1 - 5 : 
(29) 
REPORT CARDS 
- 4 5 -
Repo r t  c ar d s  a r e  g i ven t o  t h e  s t ud en t s  eve r y  n i n e  
wee k s . E a c h  t e a cher i s  r e qu i red t o  turn i n  a g r a d e  s h e e t 
to the As s i s tant  S uper i n t endent ' s o f f i c e  the  d a y  the  
r�pcrt card s go h ome . We  d o  no t use  p l us or minus  s igns  
on the repor t c a r d s , gr ade  s h e e t s  and c umu l a t i ve r e c or d s . 
The f o l l owing per c en t ages  r epre s en t  the l e t t e r  grad e s . 
Gra d e s  1-5 w i l l  u s e  LETTER grad e s . 
A 93- 1 0 0  Exc e l l en t  
B 
c 
87 - 9 2 
7 7 - 86 
Above Ave r ag e  
Ave r age 
D 7 0 - 76 B e l ow Ave r age 
F . . . , Be l ow 70  . . . Fa i l i n g  
DI SREGARD THE PERCENTAGE S THAT ARE PRI NTED I N  YOUR GRADE B OOK S . 
MIDD LE SCHOO L (6 , 7 , 8 ) 
1 . Repor t card s are k e p t  on a f l i p f i l e  i n  the o f f i c e . 
2 .  Te acher s shou l d  have grad e s  r e c or d e d  on c ar d s  two 
d ay s  b e f or e  d i str i bu t i on d a t e . 
3 . Teache r s  w i l l us e LETTER gr a d e s .  
4. Mi d - term repor t s  are  g i ven to  s t ud e n t s who a r e  f a i l ing 
or ne ar f a i l �ng . 
5 .  Mid - term f orms ma y be p i c k ed up in th e o f f i c e . A 
l i s t o f  th o s e  g i ven Mi d - te rms sh ou l d  be t ur n e d  i n t o  
th e o f f i c e by Fr i d a y  o f  the  4 th we e k  o f  e a c h  gr ad i ng 
per iod . 
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6 . A s t udent ' s f i na l grad e i n  a cour s e  a t  the  end o f  
th e year  w i l l  b e  d e t e rmined  by ave r ag ing the f our 
9 wee k  grad e s .  
7 . Teacher s a r e  no t t o  u s e a p l us (+) or minus (- ) grade  
on th e grad e c �r d s  a t  any t ime . P l us e s  and  m i nu s e s  
may b e  u s e d  b y  t e a ch e r s  i n  the i r  gr a d e  boo k s  o r  on 
paper s hand ed b a c k  to s t ud en t s  i f  t e a c h e r s  so d e s i r e . 
However , in f i gur ing Honor Ro l l s , _ Hono r ab l e Men t i on, 
c l a s s  rank , or the  P a s s o r  Fa i l  o f  s t ud e nt s , p l u s e s  
and minus e s  wi l l  no t p l ay a p a r t . 
8 .  I n  a l l  c a s e s  a grad e point  aver age o f  1 . 5 w i l l  b e  
cons i d e r e d  p a s s ing i n  a n y  g i ven c l a s s . A n  a c c umu l a t i ve 
grade  po i n t  ave rage o f  1 . 5  w i l l  b e  eon s i d er e d  s uf f i c i e n t  
f or promo t i on t o  the  n e x t  h i gh e r  gr a d e . 
9 .  When ave r ag ing grad e s , the  numer i c a l  va l ue s h ou l d  
b e  u s e d : 
GRADE PO I NTS P O INT BREAKDOWN 
A 5 . . . . . 4 . 5 - - 5 . 0  
B 4 . . . . . 3 . 5 - -4 . 4 
c 3 . . . . .  2 . 5 - -3 . 4  
D 2 . . . . . 1 . 5 - -2 . 4  
F 1 . . . . . 1 . 0 - - 1 . 4 
EXAMPLE : t o  aver age the  grad e s  A and B ,  A = 5 and 
B = 4 , s o  5 + 4 = 9 , and 9 � 2 = 4 . 5 ,  and 4 . 5  = A .  
(31 ) 
TEACHERS - GENERAL I TEMS 
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1 .  CUMU LAT IVE RECORDS : You w i l l  r e c e i ve your c umu l a t i ve 
rec or d s  on the f i r s t d a y  o f  s choo l . The OFF I C E  w i l l  
reque s t  r e c ord s on a l l new s tudent s . I f  you are  
mi s s ing s omeone ' s  f i l e  th a t  a t t end e d  s choo l i n  our 
d i s t r i c t  l a s t  year,  p l e a s e  l et your p r in c i p a l  know . 
2 .  DEFAC ING SCHOOL PROPERTY : A l l t e a c h e r s  shoul d  wa t c h  
very  care f u l l y  f or s t uden t s  mar k ing o n  d e s k s, l ib r a r y  
f urn i ture, wa l l s , e t c . The s t ud e n t  or s tuden t s  c augh t 
w i l l  be  pun i sh e d  by  p a y ing f o r  th e r ep a i r s  o r  r ep l a c e ­
men t . S c o t c h  tape  s h o u l d  no t b e  u s ed  on woo d  t r im, 
door s ,  c l o s e t s ,  e t c . Th i s  i s  a Boa r d  o f  Educ a t i on 
r u l ing . 
3 .  D I S C I P L INE : A s t ud e n t  s h o u l d  no t b e  s l apped , p inched,  
pull ed by  th e ear s or h a i r, and  s h ou l d  n o t  b e  s tr u c k  
w i th any th ing e x c e p t  a p ad d l e  on h i s s e a t . You shou l d  
not  p ad d l e  a s t ud e n t  wh en you ar e angry o r  up s e t .  
Tap i ng s t uden t s ' mou th or t y ing th em i n  the i r  s e a t  
i s  s t r i c t l y  PROH I B I TED . 
4. ORDERL I NE S S  IN THE C LASSROOM : E a c h  t e a cher  i s  in  
command o f  h i s  c l a s s room. Th i s  i s  a p ar t  of  your 
abi l i t y to t e a c h. I f  you are having d i s c i p l i n e  prob l ems 
in your c l a s s , c on t a c t your p r inc i p a l  f or h e l p . 
The pr inc i p a l  s hou l d  no t i f y  th e a s s i s t an t s uper i n t end e n t  
o f  hab i tua l  d i s c i p l i ne  c a s e s . 
( 3 2 ) 
5 . PASS I NG OF S TUDENTS :  Tr a f f i c  through t h e  bu i l d ing 
shou l d  be or d e r l y . Each t e a c h e r  i s  on h a l l  d u t y  
wh i l e  h e r  s t ud en t s  a r e  p a s s ing . 
6 . PHYS I CAL AND DENTAL E XAMI NAT I ON :  A l l  K in d e r g ar t en 
and F i f th Grad e s t ud en t s  mus t  have a ph y s i c a l  and 
d en t a l  e xamina t i on be f or e  ent e r ing s ch oo l . A l l  
f i r s t grad e pup i l s who d i d  n o t  a t tend k ind ergar ten 
and a l l new s t ud en t s  mus t have a phy s i c a l  and 
d e n t a l  e xami na t i on . 
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7 .  REG I STRAT I ON CARDS - OFF I CE ONLY : Th e  parent  w i l l 
f i l l  ou t two reg i s tr a t i on c ar d s  and p u t  the  c h i l d ' s  
f u l l name on th e c ar d s  a s  i t  i s  on h i s  b i r th 
cer t i f i c a t e . Th ey  w i l l  l i s t  the  bro th e r s  and 
s i s te r s  on the b a c k  o f  the c ar d  w i th the i r  b i r th 
d a t e s (mon th - d a y - y e a r ) both p re - s ch o o l  and s choo l 
age ch i l d r en . One c a r d  w i l l  be  f or th e t e a c h e r  
and t h e  o t h e r  c a r d  i s  for  th e A s s i s t ant  Super i n t e n ­
d en t ' s  f i l e . I f  b o o k  r en t a l  and i n s uran c e  i s  
pa i d  a t  a l a t er  d a t e , p l ea s e  t r y  to  k e e p  your 
r e c or d  cur r e n t  on your s e t  of car d s . 
8 .  REG I STRAT I ON DAY : We w i l l  h a ve r e g i s tr a t i on 
o f  a l l s t ud en t s  b e f or e  s ch o o l beg i n s . Th i s  i s  
d one on a vo l un t a r y  ba s i s . I t  s ave s c on s i d e r ab l e  
t ime and con f u s i on on th e f i r s t  d a y  o f  s choo l . 
We d o  hope tha t a l l  t e a ch e r s  a r e  w i l l ing t o  h e l p  
w i th r eg i s t ra t i on . We u s ua l l y  have ha l f  o f  the 
t e a ch e r s  in the  morn i ng and the o th e r  ha l f  in  
th e a f t e rnoon . 
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9 .  SAFETY RULE S : T e a ch your ch i l d r en t h e  s a f e t y 
ru l e s  o f  each p i e c e  o f  p l ayground e qu i pment . 
( Grad e s  K - 5 )  
1 0 . SHORTAGE OR SURP LUS : On t h e  f i r s t  d a y  o f  s ch oo l , 
r e por t th e numb e r  o f  s ur p l us t e xtboo k s  and r e turn 
th em to  th e Pr inc i p a l ' s  o f f i c e . A l s o , p l e a s e 
1 1 . 
make a wr i t t en re por t o f  th e t e xtboo k s  th a t  a r e  
needed  f or your c l a s s  t o  t h e  P r inc i p a l ' s o f f i c e . 
Who i n  t urn w i l l  p a s s on t h e  i n f orma t i on to  the  
.As s i s t an t  Super i n t endent  . 
SUPP L I E S  ( REQU I S I T I ON ) : We w i l l  t r y  t o  f u l f i l l  
your s upp l y  r e qu i s i t i on .  The s e  supp l i e s  shou l d  
be  u s ed  f or the j ob th e y  we r e  d e s igned . A l s o , 
you a r e  e xp e c ted  to  k e e p  th e s upp l y  room n e a t  
when t a k ing s upp l i e s . The s t uden t s  are  no t a l l owed 
to ge t your supp l i e s . 
1 2 .  I n s truc t your ch i l d r e n  n o t  t o  d is tr a c t  s t ud e n t s 
a t t e n t i on i n  t h e  c l a s s rooms . 
1 3 .  TRAN S FERS OF S TUDENTS :  Moving out of the schoo l 
d i s tr i c t : F i l l o u t  thr e e  tran s f e r  s l i p s  from 
th e o f f i c e , one for  the  ch i l d . and two f or t h e  
o f f i c e . I t  shou l d  b e  comp l e t e d  w i th wh e r e . h e 
i s  moving , d a t e  o f  l e aving , number o f  d a y s  pre s en t 
and ab s en t , grad e and t e a c h e r . I f  a l l  book f e e s  
are pa i d , a l l  C ONSUMABLE books a r e  s e n t  w i th 
th e pup i l . 
(34 ) 
Mov ing i n t o  our s ch o o l  d i s tr i c t : P up i l s h ou l d  
repor t to  t h e  bu i l d ing pr inc i p a l  a n d  f i l l  o u t  
two r eg i s t r a t i on c a r d s . The o f f i c e  w i l l  reque s t  
recor d s  on a l l NEW s t uden t s . 
Movi ng wi th i n  our s ch o o l  d i s tr i c t : F i l l  o u t  
two tran s f e r  s l i p s  f or the  Un i t  E l emen t a r y  O f f i c e ; 
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Send a l l  book s a l ong w i th th e s t ud e n t ; C umu l a t i ve 
f o l d e r  w i l l  be p l a c ed i n  the  A s s i s t ant  Supe r i n t en d en t ' s 
box . 
1 4. MI LEAGE : Any t e a c h e r  r e qu i re d  to  d r i ve h i s  or  
her  veh i c l e  in  a j ob r e l a t ed duty w i l l  be c ompen s a t e d  
at a r a t e  s e t  by  th e s ch o o l board . 
1 5 . CUSTO DI AL SERV I CE : Regu l ar c u s t o d i a l  s er v i c e  
i s  und er the  d i re c t i on o f  th e bu i l d i ng p r in c i p a l s .  
Shou l d  emergency ne e d s  ar i s e , mak e  r e qu e s t s  through 
th e b u i l d ing pr inc i p a l  and no t d i r e c t l y t o  t h e  
cus tod i an . 
1 6 .  TELEPHONES : The r e  i s  no  pub l i c  t e l ephone . Any 
c a l l h av ing t o  d o  w i th s choo l bus i ne s s  may be  
mad e  f r om one of  th e ph one s i n  the  o f f i c e . 
Teach e r s  ma k i ng to l l  c a l l s  s hou l d  n o t e  the  c a l l 
on th e sh e e t  prov i d e d  and inc l ud e  wh e th e r  th e 
c a l l i s  s choo l bus i ne s s  or p er s on a l . 
1 7 .  S TUDENT CONDUCT OFF S CHOOL GROUNDS : Teach e r s 
are  to  re por t to  the  bu i l d ing pr inc i p a l  any i n f orma t i on 
th ey may have abou t s t�d e n t  mi s c ond uc t on t h e  
(35 )  
way to or from s choo l , wh e th e r  the  inc i d en t  t a k e s  
p l a c e  o n  s choo l ground s o r  n o t . Any i n f orma t i on 
abou t po t en t i a l l y  d angerous  or i l l eg a l  ac t s  shou l d  
a l s o  b e  re por t e d . 
18 . ATTENDANCE :  A t t end anc e w i l l  b e  t a k en e ach c l a s s  
per io d . I t  i s  impor t a n t  tha t c a r e  b e  t a k en i n  
r e por t i ng the s e  ab s en c e s , a n d  s t ud en t s  shou l d  
not  b e  a s s igned th i s  t a s k . 
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1 9 . SEAT I NG CHART : A l l t e a c h e r s  s h ou l d  have a s ea t ing 
cha r t  f or e a ch c l a s s . Th i s  i s  p ar t i cu l ar l y  h e l p fu l  
t o  s ub s t i t u t e  t e a c h er s . 
2 0 . PHYS I CAL FEATURE S :  A t t en t i on t o  ph y s i c a l  f e a t ur e s  
i s  a n  impor t an t  d u t y  o f  eve r y  t e a ch e r . P r o p e r  
l igh t i ng , room t emp e r a t ur e , ven t i l a t i on ,  and 
ord er l i ne s s  of room f ur n i s h i ng s  s hou l d  b e c ome 
an i n t egr a l  par t o f  a suc c e s s f u l  t e a c h e r ' s r o u t ine . 
Any probl ems shou l d  b e  r e po r t ed to the  bu i l d ing  
pr inc i pa l . 
(36) 
TEACHERS ' MEET I N G S  
1 .  Regu l a r l y  s ch e d u l ed f a c u l ty me e t i ng s  w i l l  be s e t  
up by each pr inc i p a l  for  h i s  bu i l d in g . 
2 .  Un i t  K - 8  me e t ings  a r e  c a l l ed b y  th e A s s i s t an t 
Super i n tend e n t  when n e c e s s ar y . 
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3 .  Un i t  f a cu l ty me e t ings are  c a l l ed by  t h e  Super i n t enden t . 
4 .  Argen t a - Ore ana Educ a t i on A s s oc i a t i on me e t ings  
a r e  set  by th e pre s i dent  i n  cooper a t i on w i th 
the S uper in tenden t . 
5 .  I n s t i t u t e  d a y s  are  e s t ab l i s he d  by t h e  Super i n t end en t 
o f  Educ a t i ona l Ser v i c e  Reg i on and a t t endanc e 
i s  r equ i r e d . 
6 .  Pro f e s s i ona l me e t ing s : Re f e r  t o  t h e  Board o f  
Educ a t i on po l i cy h andbook , #4 1 3 6 . 
1 .  S I CK LEAVE 
( 37 ) 
LEAVE S 
Al l t e a c h e r s  w i l l  b e  a l l owed dur ing e a ch s choo l 
year twe l ve (12 ) d a y s  l ea ve w i thout l o s s  o f  p a y  
f o r  per s ona l i l l ne s s , quar an t i n e , or d e a th i n  
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the immed i a t e  f am i l y  or hous eho l d . " Imme d i a t e  
f am i l y "  w i l l  inc l ud e  p a r e n t s , s pou s e ,  b r o th e r s ,  
s i s t e r s , ch i l d r e n , gr andparen t s , paren t s - in - l aw ,  
s i s te r s - in - l aw ,  brother s - in - l aw ,  and l eg a l  g u ar d i an s . 
A f t e r  a f une r a l  i n  t h e  imme d i a t e  f am i l y , a max imum 
o f  thr e e  (3 ) d a y s  w i l l  be a l l owed w i th f u l l pay  
und e r  th i s  po l i cy . Howeve r , i f  the teacher  i s  
emo t i ona l l y  or ph y s i c a l l y  unab l e to p e r f orm h i s / h e r  
dut i e s  d u e  to t h e  d e a th , th a t  t e a ch e r  s h a l l b e  
a l l owed to us e a d d i t i ona l s i c k  l eave . At  th e 
t ime e x i s t i ng s ic k  l eave bene f i t s a r e  e xh au s t e d , 
any ava i l ab l e  bus i ne s s  l eave d a y s  ma y be  u s ed  
a s  s i c k l e ave . The s e  bus ine s s  l eave d a y s  mus t 
be u s ed in  con s e cu t i ve or d e r  and on l y  in c on j unc t i on 
w i th a t  l ea s t  one unu s ed  s i c k  l eave day . 
· If any t e a ch e r  d oe s  not  u s e  the  f u l l  amoun t 
o f  th e annua l  l eave t h u s  a l l owed , th e unu s ed 
amoun t w i l l  accumu l a t e  to  an un l im i t e d  amoun t . 
Upon l eaving th e d i s t r i c t , t e a ch e r s  w i th a t  l ea s t  
1 0 year s o f  expe r i e n c e  i n  th e d i s t r i c t  w i l l r e c e i ve 
twen ty ( 20 )  d o l l a r s  for each  unu s ed s i c k  l e ave 
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day in e xc e s s o f  th e number th a t  c ou l d  be a pp l i e d  
towar d s  r e t i remen t , curren t l y  8 5 , th a t  th e y  h ave 
accumu l a ted . Th i s  mone y  w i l l  be i nc l ud e d  in 
the i r  l a s t paych e c k . 
2 .  BUS I NE S S LEAVE 
Al l t ea c h e r s  o f  the  s ch o o l  d i s tr i c t  w i l l  be e l i g ib l e  
for thre e  (3)  d a y s  bus i ne s s  l e ave d ur ing e a ch 
f i s c a l  year ; th e f i s c a l  y e a r  b e ing th a t  per i o d  
o f  t ime be tween J u l y  l ,  and J une 30 . The l ea ve 
wi l l  n o t  be  cumu l a t i ve . "Al l "  b u s i ne s s  l e ave 
days  mus t  be  a pproved by the  s uper i n t enden t . 
Teach e r s  shou l d  a pp l y  f or the  l eave by f i l l ing 
out the  f orm prov i d e d  f or th a t  purpo s e  and pre s en t ing 
i t  t o  the  super i n t end en t ' s o f f i c e f or t y - e i gh t  
(48) hour s i n  advan c e  o f  the  d a t e  o f  the  i n t ended  
l e ave . I n  c a s e s  o f  emergency when t ime doe s 
not permi t the  f orego ing p r o c e d ur e , s pe c i a l  d i s pe n ­
s a t i on w i l l be  mad e . No  r e a s on n e e d  be g i ve n  
to r ec e i ve permi s s i on to  u s e  a p e r s on a l bus i ne s s 
l eave day , i f  th e t e acher  r e que s t i ng s uch l e ave 
wan t s  to k e e p  h i s /h e r  bu s ine s s  or p e r s ona l ma t t e r s  
c on f i de n t i a l . Bus i ne s s  l eave d a y s  a r e  to  b e  
u t i l i zed  f or purpo s e s  wh i ch d o  no t c ome und e r  
the c a t egory  o f  s i c k  l eave . No pay  d e d uc t i o n s  
w i l l  be made  f or bus i ne s s  l eave d a y s . 
( 3 9 )  
3 .  PROFE S S I ONAL LEAVE 
Teach e r s  w i l l  be  a l l owed to a t t end pro f e s s i ona l 
mee t ings  wh i ch are  r e l a t e d  to t h e i r  t e a c h ing 
f i e l d . Howeve r , no mor e than thr e e  a t t endanc e 
days  w i l l  be a l l owe d i n  any one y e a r  and no mor e 
than thr e e  t e a ch e r s  w i l l  be  a b s en t a t  any one 
t ime for a t t end anc e at pro fe s s i on a l me e t ings . 
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F i r s t r e que s t s  w i l l  b e  approved . Re q u� s t s  for  
a t t endanc e a t  pro f e s s i on a l me e t i n g s  mus t  be a pprove d  
b y  the  super i n t en d e n t  and s u bm i t t e d  t o  h im t h rough 
the bu i l d ing pr inc i p a l  at l ea s t one w e e k  in advan c e · 
o f  the me e t ing . The r e  w i l l  b e  no r e d uc t i on i n  
p a y  for s uch a t t en d a n c e  n o r  w i l l  th e s choo l r e i mbur s e  
the t e a c h e r  f or a t t en d a n c e  un l e s s  t h e  a t t endanc e 
i s  r e que s t e d  by th e s uper i n t endent  or s choo l 
boar d , in  s uch c a s e s , a l l  r e a s onab l e  e xp en s e s  
w i l l b e  p a i d  b y  th e ·  s ch o o l  d i s tr i c t . 
4 . MATERN I TY LEAVE 
Memb e r s  o f  th e pro f e s s iona l s t a f f  may be permi t t e d  
t o  t a k e  ma t ern i t y  l e ave w i thou t p a y . 
S e e  Board Po l i cy #4 1 5 2 . 3 . 
5 .  PATERN I TY LEAV E 
A l e ave o f  a b s e nc e , w i thou t pay , may b e  gran t e d  
to  a regu l ar l y  emp l oyed ma l e  s t a f f  membe r  f o r  
t h e  purpo s e  o f  c ar ing for · a newborn ch i l d . 
S e e  Board Po l i cy #4 1 5 2 . 3  
( 40 ) 
6 . ADOPT I ON LEAVE 
Paren t a l  l eave may be gran t e d  to any t e a c h e r  
who f urn i s h e s  s a t i s f a c tory e v i d e n c e  o f  p end ing 
ad opt i on pro c e e d i ng s  and who a pp l i e s  in wr i t i ng 
-to the super i n t end en t . The a pp l i c a t i on f or l ea ve 
must be mad e  upon i n i t i a t i on o f  th e p r o c e e d ings . 
The d ur a t i on o f  t h i s  l eave s h a l l  be th e s ame 
as f or ma t ern i t y l e ave . 
S e e  Board Po l i c y  #4 1 5 2 . 3  
7 .  ASSOC IAT I ON LEAVE 
The Argen t a - Or e an a  Educ a t i on A s s oc i a t i on may 
s end r e pr e s en t a t i ve s  to l o c a l , s t a t e , or na t i ona l 
con f e renc e s  or on o th e r  bus in e s s .  
S e e  Boa r d  P o l i cy #4 1 5 2 . 3  
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( 4 1 )  
EXTRA ASS I GNMENT S 
A teacher  a s s i gned an e x t r a  d u t y  pos i t i on l i s t ed 
be l ow w i l l  be  g i ven c r e d i t  f or year s e xp e r i en c e  in 
tha t pos i t i on or ar e a . The s a l ar y  th a t  pers on r e c e i ve s  
f or tha t pos i t i on w i l l  b e  a p e r c en tage , a s  shown 
be l ow , o f  the  s a l ar y  s h own f or a b a ch e l or ' s degr e e  
with tha t number o f  y e a r s  e xp e r i e n c e . 
Wre s t l ing 1 0% Foo tba l l  
Tra c k  fr . 7% 
A s s t . j r . h i . 3% a s s t .  7% 
j r . h i . g i r l s  6'70 h e a d  a s s t . 8% 
h . s . g i r l s  6% head  1 0'7o 
h . s .  boys 6% Che e r  l ead i ng 
cro s s  coun t r y  6% j r . h i . 4% 
Vo l l eyb a l l  10% j r . var . h . s .  4% 
Bas eba l l  var . h . s .  4% 
j r . h i . 4 . 5% Wr e s t l e r e t t e s  4'7o 
h i . s chool  6% pom pon 4% 
Bas ke t ba l l  Int r amur a l s  
5-6 5 . 5% b a s k e t ba l l  1 . 6% 
a s s t . j r  h i  boys  6 .  Sio f oo t b a l l  1 .  6'70 
j r . h i . boys  Bio s o f tba l l  1 . 6% 
a s s t . j r  h i  g i r l  6 .  5 '7o vo l l e yba l l  1 . 6% 
j r . h i . g i r l s  8% . d i r e c tor l .  lio 
f r . boy s h . s .  7 %  Ac a d em i c s  
var a s s t . boys  h s  8% d r ama 4% 
head boys  h . s .  1 0'7o y e arbook 6% 
a s s t . g i r l s  h . s .  8% j r . c l a s s  s pon - 2  2'7o 
head g i r l s  h . s .  1 0% s r . c l a s s  s pon s or 1 '70 
s ch o l a s t i c  bow l 6io 
s tudent  c ounc i l  4% 
ACH IVEMENT : 
( 4 2 ) 
TE S T I NG 
Ach i evemen t t e s t s  a r e  g i ven t o  h e l p  a s s e s s  a t  
wha t  grad e l eve l  th e i n d i v i d ua l s t ud e n t  i s  wor k ing . 
The f i r s t  gra d e  w i l l  t a k e  Ach i eveme n t  t e s t s  in  
th e Spr ing and it  w i l l  be  g i ven by th e c l a s s room 
teacher . 
Ach i eveme n t  t e s t s  w i l l  be g i ven i n  th e Fa l l  t o  
T h i r d , Four th , F i f th and S i x th gr a d e r s . The t e s t 
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w i l l  be g i ven the s e cond f u l l  we e k  o f  s ch oo l . I nd i v i du a l 
c l a s s room t e a c h e r s  w i l l  g i ve the  th i rd - f i f th gr a d e  
t e s t s . Th e c oun s e l or w i l l  g i ve th e S i xt h  gr ad e t e s t s . 
Th e e igh th gr ad e r s  w i l l  t a k e  th e SRA H i gh S choo l 
P l a c emen t t e s t i n  Januar y  wh i ch i s  a c omb i na t i on 
Ach i evemen t and I n t e l l i genc e t e s t . 
I NTE L L I GENCE : 
An I n t e l l i genc e t e s t w i l l be  g i ve n  b y  the c oun s e l or 
in  th e Spr ing to a l l  Four th g r ad e r s ; th i s  i s  a group 
t e s t . Th i s  t e s t i s  an ind i c a t i on of  t h e  s t ud e n t ' s  
ab i l i t y to per f orm l earn i n g  t a s k s . 
RESULT S : 
Re s u l t s  o f  th e above t e s t i ng w i l l  b e  r e c o r d e d  
o n  th e s t uden t ' s  C umu l a t i ve f i l e  by th e c l a s s r oom 
teacher . 
The s e  re s u l t s a r e  ava i l ab i e to  t h e  paren t and 
s t ud ent . Whe n  g i vi ng i n f orma t i on _abou t th e te s t  
r e s u l t s  i t  shou l d  b e  s t r e s s ed th a t  one s c ore  i s  not  
(43) 
an abs o l u t e  bu t on l y  an ind i c a t or o f  a c h i e veme n t  
o r  abi l i t y .  Th e exp l ana t i on o f  a n  I n t e l l i g en c e  s co r e  
shou l d  inc l ud e  d i s c u s s i on th a t  many f a c tor s mak e  
u p  in t e l l i genc e  and th a t  man y f a c tor s c on t r i b u t e  
to s ch o o l  s uc c e s s .  
CUMULAT I VE F I LE : 
Cumu l a t i ve r e c or d s  are  kep t  from K in d e rgar t e n  
thr ough Twe l f th gra d e  f or e a c h  s t ud e n t . The s e  r e c o r d s  
inc l ud e  year l y  average g r ad e s , t e s t r e s u l t s , h ea l th 
record s ,  and o t h e r  p er t i ne n t  i n f orma t i on . A s t ud e n t ' s 
record  i s  open f or i n s p ec t i on by h i s  o r  h e r  p ar e n t s  
and b y  the s t ud e n t  h ims e l f  i f  s o  r e que s t e d . 
BAS I C  READ ING TE STS : 
The t e s t s  w i l l  be  g i ven to  a l l  s t ud en t s  i n  grad e s  
1 - 6 . Re s u l t s  shou l d  b e  r e c or d ed on t h e  Cumu l a t i ve 
Read ing c ar d . Th e fron t  c over o f  boo k l e t i s  p l a c e d  
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in th e pe rmanen t � e cor d s . The c l a s s  s ummar y i s  t urned  
in to the  As s i s t an t  Super in t end en t ' s  o f f i c e . 
(44 ) 
ARGENTA GRAD E S CHOOL 
( o l d ) 
TORNADO A LERT S TAT I ON S  
UPON HEAR I NG TH E LONG C ONT I NUOUS BLAST ALARM 
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OR THE S I GNAL ON THE C I T I Z E N S  B AND RAD I O :  EACH 
C LA S S  ROOM TEACHER W I L L  BE NOT I F I ED TO GO THE 
THE BASEMENT S TAT I ON S  . . . 
(bas emen t )  Wes t  - S t a y s  i n  th e i r  own r oom and t o  
to c o a t room 
( ba s emen t )  E a s t - Rema i n  in h e r  own r o om 
( 1 s t  f l oor ) ROOM NO . 
1 - Go t o  WES T  b a s emen t c l a s s ro om 
2 - To t h e  ha l l wa y  down s ta i r s  b y  
Mr . Moyer ' s  room 
3 - Down s t a i r s in the  h a l l  by WE S T  
b a s emen t  c l a s s room ( ou t s i d e  wa l l )  
( 2nd f l oor ) ROOM NO . 
4 - Down s.t a i rs in  th e h a l l  by EAS T  
ba s eme n t  c l a s s room 
5 - Down s t a i r s in the  h a l l  by WES T  
bas eme n t  c l a s s r oom 
6 - To t h e  EAST b a s eme n t  c l a s s room 
7 - Down s t a i r s  in th e boys  bathroom 
( 4 5 ) 
ARGENTA GRADE S CHOO L  
( new) 
TORNADO OR STORM WARN I N G S : 
1 .  Warn ing a l arm : Con s t an t  r ing i ng o f  b e l l s  . 
. 2 .  Per s on who s po t s  s torm r epor t s  t o  pr inc i p a l  
s o  a l arm c an be  s ound ed . 
3 .  C l os e  vene t i an b l ind s . 
4 .  Teach e r s  d i r e c t  t h e i r  s t uden t s  t o  the  h a l l wa y  
and have t h em s i t  d own aga in s t  l oc k e r s  and 
cover th e i r  h e a d s w i th th e i r  h and s and k ne e s . 
5 .  S i l enc e in pre f e r r e d . 
6 .  Tea ch e r s  r ema i n  w i th your pup i l s . 
7 .  Rema in i n  a l e r t  pos i t i on unt i l  a l l  c l e a r  
i s  s ound e d  (wh i s t l e ) . 
8 . I f  i n  gym , go t o  a s s i gn e d  home room po s i t i on 
ne xt  to home r oom . I f  on th e p l ayground , 
d o  the  s ame . 
9 . I f  in th e l i br a r y , go to a s s igned h ome r o om 
pos i t i on n e x t  t o  h omeroom . 
1 0 . A l ways  s t ay c l e a r  o f  g l a s s ed a r e a s . 
A shor t wave rad i o  war n ing s y s tem h a s  b e e n  i n s t a l l ed 
in the o f f i c e . Wh en a warn ing o f  d anger i s  r e c e i ve d , 
each  room w i l l  be no t i f i e d . 
( 46 )  
. .ARGENTA - OREANA MIDDLE S CHOO L  
TORNADO O R  STORM WARN I NG : 
A shor t wave rad i o  warn ing s y s t em h a s  b e e n  i n s t a l l ed 
in the o f f i c e . When a warn ing o f  danger i s  r e c e i ve d , 
each room w i l l  be not i f i e d by in t e r c om t o  f o l l ow 
th e f o l l ow ing pro c e d ur e s  . . .  
I .  S tuden t s  shou l d  r ema i n  in  th e i r  r e s p e c t i ve c l a s s e s 
and t a k e  c ove r und e r  t ab l e s  or d e s k s  un t i l  t h e  
2 .  
3 .  
al l c l e a r  i s  r e c e i ve d . Wi ndows shou l d  be  opene d 
s l igh t l y  on the  s i d e  away f r om the  a pproach ing 
s torm , i t  w i l l  u s ua l l y  c ome f r om th e S o u th and 
the We s t . Vene t i an b l i n d s  or s h a d e s  shou l d  b e  
c l os ed or l owe r e d  t o  p r o t e c t  aga i n s t  g l a s s . 
S tuden t s  wear ing e y e  g l a s s e s s hou l d  r emove th em . 
Ch i l dren on th e p l a ygr o und s hou l d  b e  r e t ur n e d  
t o  th e bu i l d ing immed i a t e l y . I f  th e y  c anno t  
r e t urn to  t h e  bu i l d i n g  th e y  shou l d  l i e f l a t  i n  
a d i tch o r  l ow p l a c e . 
4 .  In no cas e w i l l  s t ud en t s  b e  perm i t t e d  t o  l eave 
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the bu i l d i ng at  th e r e gu l ar d i sm i s s a l  t i me i f  
s ever e  we a t h e r  i s  o c c ur ing or i s  abou t t o  c ommenc e .  
5 .  The ALL C LEAR wi l l  be g i ven to e a ch room by the  
in tercom . 
- 6 3 -
( 4 7 ) 
V I SUAL A I D S  
Hardwa r e  
Came r a s : I n s t ama t i c  
Mov i e  ( 8rnm )  
Po l a r o i d  
Compu t e r s , App l e  C w / pr i n t e r ) 
Copy Ma ch ine : Th ermo f a x 
Xerox  
Dry Moun t P r e s s  
Dup l i c a tor , S p i r i t 
F i lms t r i p  P r e v i ewe r 
Headphon e s  
Lamina t i ng Mac h i n e  
Mimeogr aph 
Pro j e c to r s : F i lms t r i p  
F i lms t r i p / S l i d e , S yn c . 
Loop 8rnm 
Mov i e  8rnm 
1 6rnm 
Opaque 
Ove r h e a d  
S l i d e , 3 5rnm 
Read ing Labor a t or y 
Record  P l ay e r s  
Te l ev i s i on s  
V i s u a l  Ma k e r  
The e qu i pmen t l i s t ed  above i s  stored  i n  th e var i ou s  
bu i l d i ng s  thr ough o u t  th e d i s t r i c t  and i n  th e m i d d l e  
s choo l l i br a r y . Th e l i b r a r i an , or th e bu i l d ing pr inc i pa l , 
wi l l  be g l ad t o  h e l p  l o c a t e  any p i e c e  o f  e qu i pmen t  
and g o  ove r t h e  ope r a t i on a l  proc ed ur e s  i f  you a r e  
n o t  f am i l i a r  wi th  th a t  par t i cu l ar mod e l . P l ea s e  
not i f y the l i brar i an or bu i l d ing pr i n c i p a l  i f  t h e  
e qu i pmen t i s  n o t  ope r a t i n g  proper l y , ne e d s  a new 
bu l b , n e e d s  a new c o r d , e t c . Do not put th e e qu i pmen t 
away i n  an inope r a t i ve c on d i t i on . 
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( 4 8 ) 
VI SUAL A I D S  
S o f twa r e  
F i lms tr i p s , r e c or d s , t a p e s , k i t s , t r a n s parenc i e s , 
and many o t h e r  i t ems ar e a va i l ab l e  t o  d i s tr i c t  p e r s onne l .  
, Th e  Mi dd l e  S choo l  l i b r a r y  i s  the ma i n  s t orage  a r e a  
w i th o f t en - us e d  s u pp l i e s  l oc a t e d  n e x t  t o  th e f a cu l ty 
lounge in th e Ore ana E l emen tary  S c hoo l and i n  th e 
s choo l o f f i c e  in e a c h  o f  the o t h e r  b u i l d i n g s . 
F i lms : 
- -Mos t  f i lms ar e gener a l l y  obt a in e d  through the 
two s our c e s  l i s t ed be l ow :  
Macon Coun t y  Cooper a t i ve F i l m  L i b r a r y 
The c at a l og f or th i s  sour c e  i s  k e p t  i n  th e 
s choo l o f f  i c e and f i lms  may be  ord e r e d  by t h e  
teach e r  d i re c t l y  by t e l e phon e . 
Ro l l ing Pr a i r i e  L i br a r y  F i lms 
F i lms f r om th i s  s our c e  may be s e l ec te d  f r om 
the c a t a l og and or d e r e d  by th e M i d d l e  S choo l 
l ib r a r i an a wee k , bu t no mor e th an thr e e  mon th s , 
ahead o f  t ime . 
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COMPUTER 
S t ud en t s  a r e  e l i g i b l e for  c ompu t e r  t ime whe n  
the i r  c l a s s  wor k  i s  up - to - d a t e  and th e c l a s s  curr i cu l um 
perm i t s . The s t uden t s  a r e  r e f e rr e d  by th e i r  t e a c h e r s  
t o  t h e  c omputer  c en t e r  in  th e M i d d l e  S c h o o l  l i brary 
o f f i c e . Th e l i brar i an and  th e t e a ch e r  s ch e du l e  th e 
c omp u t e r  t ime . 
Teac h e r s  may u s e th e c ompu t e r  and p r in � e r  when 
they w i s h , e i th e r  i n d i v i d ua l l y  or i n  th e c l a s s room . 
Che c k  w i th t h e  l i brar i an . 
L I BRARY 
The l i brary i s  open to a l l  t e a c h e r s  and s t ud en t s . 
Teach e r s  may c h e c k  ou t ma t e r i a l s  for  a s  l ong a t ime 
as  i s n e c e s s ar y . Teach e r s  may b r ing en t i re c l a s s e s  
t o  the  l i brary . A t im e  s hou l d  b e  s ch e d u l e d  a h e a d  
of t ime . 
S t ud en t s  may c h e c k  ou t two boo k s  a t  a t ime f or 
a two wee k  per i o d , w i th a two we e k  renewa l po s s i b l e . 
One r e f e r en c e  book may be  ch e c k e d  ou t for  ove rn i gh t  
on l y .  One pe r i od i c a l  may b e  c h e c k e d  ou t for  one 
n i gh t , and r e t urned  to th e l i brary th e morn ing ( be f or e  
s c h o o l ) o f  th e ne xt  d a y . N o  ove r d u e  f e e  i s  charged , 
howeve r , l o s t or mu t i l a t e d  boo k s  mus t  b e  pa i d  f or . 
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A w i d e  var i e t y  o f  s er v i c e s  i s  ava i l ab l e  t o  s t uden t s  
and t e a c h e r s  thr ough t h e  Ro l l ing Pr a i r i e  L i br a r y  
Sys t em .  T h e  Fr i end s C r e e k L i br a r y  a n d  t h e  Ore ana 
L i br ary o f f e r  f r e e  l i b r a r y  c a r d s  to a l l  s t uden t s  
o f  Argen t a - Or e ana  s choo l s . Che c k  w i t h  t h e  l i br a r i an 
i f  you h ave any que s t i on s . 
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Te a c h e r ' s  H a n d b oo k . Mar o a - For s y th e  Jun i or H i gh S ch oo l , 
Maroa , I L , (no d a t e ) . 
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Te acher ' s  Man u a l .  P a x t on Jun i or H i gh S c h oo l , P a x t on , 
I L , 1 9 7 8 . 
- 6 8 -
Te a c h e r ' s  Ma n u a l . S y c amor e  Jun i or H i gh S c h oo l , S y c amor e , 
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